
How to Complete and Submit 
the Online HM Questionnaire 

in Accela Citizen Access



Before you begin to complete 

Accela Citizen Access HM 

Questionnaire
• Make sure that you have the following:

• Facility name, address (including Assessor’s Parcel 

Number and Suite Number)

• Facility Business Activities

• Facility contact (Name and Phone Number or Email 

Address)

• Description of the project (be specific)

• Inventory list of Hazardous Materials/Hazardous Waste

• Once the Application is submitted, it cannot be edited



Logon to Accela Citizen Access

• https://publicservices.sdcounty.ca.gov/citizenaccess/



If you are having trouble working in ACA-

be sure you are using a compatible browser



Create an Application in the DEH 

area



Disclaimer-click Acceptance and 

Continue App.



Select HMD, HM Questionnaire, 

and click Continue App.



Enter Address or Parcel Number 

* means a required field



When a selection is made there should be a 

complete address then, Continue application



Add Applicant Info. By auto fill or 

enter appropriate Applicant Info.



Do the same for DEH Billing 

Contact and DEH Permit Owner



Enter Business Name, Activities 

and Proposed Project Description



List the Business Type



Answer HM Plan Check Questions



Answer APCD Questions



Fee Acknowledgement, Signature 

and Date



Final Review-when information is 

acceptable, then click to submit



Submittal Success- Note the record 

number for future reference



Projects where HM Questionnaire 

is stamped Exempt

• You will be notified by email the project is Exempt 

from HM Plan Check and will be informed of the 

Exempt fee.

• Once Exempt fee has been paid, the Exempt HM 

Questionnaire will be provided for you to take to the 

Building Department/Development Services to show 

DEH/HMD input regarding the project.



For those projects that will require 

HM Plan Check

• You will be notified by email if the project will be 

going into HM Plan Check and you will be informed 

of the HM Plan Check fee.

• Once HM Plan Check fee has been paid, the 

Release for Building Permit HM Questionnaire will be 

provided for you to take to the Building 

Department/Development Services to show 

DEH/HMD input regarding the project.

• You will be able to continue with the project once 

this HM Questionnaire has been submitted to the 

Building Dept.



Set up a CERS Facility ID Number 

for Facility
• You will also be given information on obtaining a 

California Environmental Reporting System or CERS 

ID number. (complete the CERS Access/ID Request 

form).

• http://www.sandiegocounty.gov/content/dam/sdc

/deh/hmd/pdf/hm-907%20(12-15).pdf

• Submit the completed CERS Access/ID Request 

form and it will be processed. 

• The Facility Contacts will be invited to create User 

Name and Password in CERS. 



HM Plan Check Process

• The Facility Contact will then need to submit permit 

and emergency plan (Hazardous Materials Business 

Plan) information in CERS at the latest 2-3 weeks 

before completion of the project. 

• To provide a higher level of service, please notify 

me and HM Duty by email when you have 

submitted in CERS so that the submittal can be 

reviewed quickly and project completion is not 

delayed.



Release for Occupancy Achieved

• Once there is an acceptable CERS submittal, the 

submittal status will be changed to Under Review 

and will be forwarded to the Field Inspector to 

review and eventually conduct an inspection-after 

construction.

• At this time the HM Questionnaire form will be 

stamped Release for Occupancy. The Release for 

Occupancy HM Questionnaire will be provided by 

email for you to take to the Building 

Department/Development Services to show 

DEH/HMD input regarding the project.


